SAMPLE FOOD VENDOR PROPOSAL LETTER

Name Omitted, Manager

Starbucks Coffee

123 Main St., Suite C

Relay City, OR 99999

Dear Jennifer,

The American Cancer Society’s signature event, Relay For Life is coming to our community on June 24. Relay For Life is an overnight event consisting of teams of 8 to 15 people spending 12 to 24 hours walking or running around a track to raise money to fight cancer. This wonderful event is a moving celebration of cancer survivorship.
Participants collect donations and organize fundraisers prior to the event, so the actual RELAY FOR LIFE is a coming together of teams, cancer survivors, families, friends and the entire community.

Participants are walking or running throughout the night in support of their friends and loved who are battling this disease. It would be nice to provide hot coffee and/or hot chocolate to the walkers, especially in the wee hours of the morning.  We would be able to have someone pick-up the coffee, unless it’s possible to have it delivered. We are expecting approximately 400 people at the event.

The Relay will be held at a football stadium, so it would be very helpful, if possible, to have the hot beverages in a big thermos-type container. If you could loan us a coffee server, that would be great. Coffee will be served between 9 pm and 6 am.

Providing hot beverages and refreshment to the participants is an important contribution to the success of this event. Thank you so much for your time and consideration. Please feel free to contact me at (xxx) xxx-xxxx should you have any questions.

Sincerely,

___________________________

Relay For Life Food Chairperson
